
    

 
 
 

Job Description 
 
Job Title:  Employment Coordinator 
 
Job Type: Full-Time (37.5 hrs/week) 
 
Location:  Settlement Services 
 
Reports To:  Settlement Services Manager 
 
Responsible To: Settlement Services Manager 
 
Salary:    $50 000/year (starting salary) 
 
 
Qualifications:  

 Post-secondary education and/or experience in working with at risk 
individuals, particularly immigrants and refugees; 

 Experience in integrated case management an asset; 

 Basic computer skills a necessity (word, email, internet);  

 Strong interpersonal skills and ability to work as a team; 

 Must be able to work flexible hours when needed; 

 Must have own vehicle and driver’s licence; 

 Must pass YWCA Security Clearance. 
 
 
Objectives:  

Working as part of the Settlement Services team to provide employment 
service and community connection opportunities to qualified Newcomers to 
Canada as outlined in the objectives through IRCC’s Resettlement Assistance 
and Settlement Services Program. The Employment Coordinator provides 
guidance and opportunities for client to build employment-related skills and 
gain certification required to enter the workforce and successfully maintain 
employment. Assists with outlining detailed steps to achieve identified goals 
and provides individualized services and action plans that enable successful 
transition into the labour market.  

 

Settlement Services 
#65, 11 St East 
Prince Albert, SK  
S6V 0Z8 
T: 306.763.0736 



Employment Coordinator Duties: 
 

 Assess client barriers and help to develop individualized action plans; 

 Assist clients in obtaining job skills and employment-related training 
programs and initiatives; 

 Assist clients with production of personal marketing tools such as cover 
letters and resumes;  

 Organize and run employment-related workshops for clients; one-on-one 
and group employment skills training/coaching on job searches, electronic 
applications, workplace expectations and interview techniques; 

 Inform clients of current workplace standards in Canada; 

 Assist clients with reporting income to IRCC, Saskatchewan 
Rental/Employment Supplement, and Saskatchewan Social Services; 

 Create and maintain a comprehensive contact list of local employers; 

 Arrange networking opportunities for clients and employers;  

 Develop relationships with employers and act as the link between them, 
client, and governmental organizations and programs; 

 Refer clients to appropriate employment-related training programs and 
initiatives; 

 Participate in sectoral meetings, conference calls, and working groups 
related to employment; 

 Statistical data collection and reporting; 

 Professional development and training; 

 Identify, develop and implement best practices as related to employment; 

 Ongoing Case Management; 

 All other duties as requested by Manager. 
 
Probation:  

All YWCA Prince Albert positions contain a 90-day probation period. 
 
To Apply:  

Submit cover letter and resume via mail, email or hand-delivery. All applications 
must be received by Thursday, October 10th, 2019, 1pm. Faxed applications will 
not be accepted; Applications will only be accepted if received as directed: 

Jesse Kindrachuk, jessekindrachuk.ywca@sasktel.net 

Settlement Services, #65, 11 St East 

Prince Albert, SK S6V 0Z8 

 
Thank you for your interest. 

Please note that only those selected for an interview will be contacted. 

mailto:jessekindrachuk.ywca@sasktel.net

